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MEMORANDUM FOR : Deputy Director for Support 


SUBJECT : Routing of Letters of Retirement and Letters of 
Condolence 


1. This memorandum is for information only. 


2, For many years this Office has prepared letters of condolence to the 
next-of-kin of deceased Agency etait personnel and commendatory letters of 
retirement to retiring employees for signature by the Director of Central 
Intelligence. These letters have been routed from the Office of the Director of 
Personnel to the Executive Director-Comptroller to the Director. Cases 
favolving personnel in the Support Services were fizat routed to the Deputy 
Director for Support. This earlier routing procedure was changed in July 1965 
on imetructions from the Executive Director-Comptrolley that these letters 
need not be reviewed after they leave the Office of Personnel. Since then we 
bave arranged for direct routing of these letters to the Director. 


3. Both letters of condolence aad commendatory letters of retirement 
are routine in nature. 


a, lo the case of the condoleace letter, very rarely is there a 
variation from the previously appreved and long-used text. A sample is 
attached at Tab A. In forwarding the letter for signature, we always 
attach Form 901, Casualty/Emergescy Report, which summarizes the 
particular circumstances of death. This form also records concurreaces 
obtained from the Office of Security and, where appropriate, Central 
Cover Staff in the preparation of the letter. 


b. In retirement cases, we have a series of letters. From these, 
one is selected to fit the circumstances of the ladividual case. Samples 
of these letters are attached at Tab B. These letters are also reviewed 
by the Office of Security aad, where appropriate, Central Cover Staff 
and concurrences are indicated on the file copies. In addition, we have 

ILLEGIB followed the practice of attaching to the letter a short note suromarisiag 
the circumstances of retirement. 


ILLEGIB 


“am you, We have initiated the practice 
AGatery retirement letters through you. 


/s/ Exnmeit D. Echols 


Emmett D. Echols 
Director of Personnel 
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MEMORANDUM FOR: Emmett 
SUBJECT : Retirement Ceremonies 


. Ben and I have discussed this end think we have a formula 

ca etacee pee eeed end yet be neither burdensose nor 
presumptuous. ielly, it would provide for a tinely 
reuinder in each case to both the Deputy Director concerned end 
the head of the individual's career service, As you know, we 


shortly elso--vhen sarned--the retirement medallion. Ben wil) 
prepare a mencrandwn to Mr. Bannerman for your signature 
describing our procedure, a memorandum from you to the eR 
end the Director's Steff (Rrecutive Director-Comptroller?) 
describing the procedure end saying a few words of philosophy, 
and a draft of the hind of reminder memorandum we will send in 
each individual case. 


I think that we must avoid seaming to dietate the form of 
ceremony or oceasion” ag there is alwzyn some personal quality 
in these things, and I must agree with the feelings expressed in 
ceapecenta, mmcrentm to White that this matter be left to the 

a. 


/sf 
fo 2X1 
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MEMORANDUM FOR: Executive Director-Comptroller 


~JBJECT : Retirement Ceremonies 


nim, 2nd suitable remarks from those present, This system is monitored 
iy the Clundestine Services Personnel Division to assure that an appropriate 
ceremony is arranged for every retiree, except the infrequent one who is 
simply uot available for this purpose, 3% 


3. In contrast, the other Directorates and the DCI's staff follow a 
«css fozmal approach to retirement ceremonies, Characteristically, their 
vutiri.; employees are honored at special luncheons or evening functions 
vLcsicy Lic building, or at special affairs in the building, arranged by 
“cir Lumediate Office or Career Service and attended by the employee's 
amily cand sizeable numbers of his CLA friends and work associated, At 
each aslair an appropriate ceremony is held for the presentation of awards 
and gifts to the retiree and for brief remarks from those in charge, While 
tais system is not as tightly monitored as that of the DD/P, I am assured | 


_ «at no employee is overlooked and that a suitable affair is arranged in 


every case unless the employee prefers it otherwise, In the latter instance, 
4 small ceremony is held in the office of the responsible Career Service 
Head or a senior subordinate to present the retirement certificate and the 
Director's letter and to eyidencc. appreciation for the individual's service 

ta the Agency, 


aa Ce eva 
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4. In both situations there is a strong desire, apparently, to preserve 
oux present methods for honoring retirees. DD/P has considered in- 
chiding sc. ial affairs as a part of its system and on selected occasions 
has done so, However, it feels that formal ceremonies best serve its 
needs. In addftion to. satisfying cover and security considerations, ‘euch 
ceremonies assure equitable treatment for all employees--especially - 
tiose rcturning from long service overseas who have few close ties aft 
headquarters, Other Directorates are equally convinced that their present 
practices are best, They believe that the spontaneity and fellowship im- 
plicit in retirement parties add a highly desirable touch 'to such occasions 
and are quite meaningful to the retirees being honored, oe es 


5. intime, both these methods will nécessarily be influenced by the 
increasing numbers of employees who will be retiring. Ceremonies and + 
suxties ior individual retirees will very probably give way to group af- 
| ‘aiys--a trend already in evidende., Whatever the method, however, the 
| important point, it seems to me, is to assure that every employee is in- 
cecced and ruceives appropriate recognition. fi believe our present system 
now ,cevides this and I therefore favor its continuation, with the under - 
standing that the Director of Personnel and others will remain on top of | 
the situation to see that no individual is lost gight of as he or she approaches 
this micst significant point in his or her Agency service, 


Deputy Director 
for Support 


25X1A 
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MEMORANDUM FOR: Chief, Benefits and Services Division. 


SUBJECT _: Eetablishment of a Retirement ‘Breach 
_ 


1, For some time I have been considering certain organizational 
changes and reallocatiomof responsibility in connection with the many as- | 
pects of retirement under doth the Civil Service and the CIA Retirement 
and Disability Systems. It has been quite clear that if we are to discharge 
A well our responsibility for these substantive programs, some realignment 

‘+ of responsibility among the several Office of Personnel components 
involved is necessary, and this memorandum eets forth the first of the 
changes that will be made. 


2.. Effective as soon as you can n artange an orderly transitien but no 
later than 20 September 1965, a new branch, tobe identified as the | 
Retirement Branch, is established in BSD. The Retirement Branch will be 
reaponsible for the following: 


a. Various aspects of retirement for employees covered bi, the uy | 
Civil Service Retirement Act, as are ow handled in the Benet ands’ 
Counseling Branch; oF 


oe 


b. Preretirement planning and counseling for oxpployecs covered | 
by the Civil Service Retirement Act, as now performed by the: 
Txecative Seuretary, Agency Retirement Beard (ARB); and 


e. Preretizement planadng and counseling for em Fade covered 
by the CIA Retirement and Disability System. ae 


. 3. Preretirement planing and counseling for employees covered by 
.. the CIA Retirement System is a new function for BSD, and it will be 
necessary for you and the Chief, CIA Retirement 8aff to develop implement- 
(|. . img procedures. Further, aad since we will be looking <0 the | 

: - Reoruitment and Retiree Planemest Division for all aspects of retited 

' placement for employees covered by both retirement systems, it will be 

necessary for you and C/RRIFD to work out procedures for the early 

| identification and referral to RRPD of all preepective retirees who desire 
ii or require retiree placemant aspiomnce. . ¢ ae 


4. lam assuming thatthe new Retirement Breach will be otatied by. ee 


foo: 


personnel now working on retirement matters in the Benefits and Counseling “pe 
XA: ' Branch and m__]eerrea the Buecutive Seeretary, ARB. ‘ 
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In view of tus past experience on retirement matters, it is my hope tha! 
[_s—“‘(ésiCarn serve as Chief of the new Retiremeht Branch. In this 
capacity, he cannot only continue in his present role as Executive Secretary 
ARB but should also be able to develop the concept of preretirement 
planning and counseling for employees covered by the CIA system. Alsv, 

a supervisory responsibility for Civil Service retirement matters should 
give[|_______—i| the @pportunity to establish a closer and more effective 
relationship between his present duties as Executive Secretary, ARB and 
the actual processing of retirement matters. 


5. Unless you have views to the contrary, I will plan to discuss 
personally with[”  —s—(s~C*~=édi ING accepting the position of Chief, Retarement 
Branch, BSD. 


tr 


r ett 
Director of Personnel . 
ay ; 
an " ; . 
4 A - il . ‘ a 
. * 
; 
. . 
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. MEMORANDUM YOR: DDP/ OP v 


i . SUBIECT: , Se Lee e } 
a J mirgsouiity of Contract Employees to Participate 
=2 20 CLA Retizement System 


i oT ! 
‘46 SOUT recent memoz 
on the wine econt memovandn m of 16 August requested our o opinion 
me CanVso.ity of such cortrnct porgon: nei as ‘contract employees” 
“ ue ne ~ 
AG “coneract ogents" to particioate in the CLA Retirement System, 
an . Vv o 


ate in the System 
& as ptipulated in 


As inglestod ” De serving ona 
i “career agents" are not merece percenne! except for 
: oan, agents @ not emy oloyed On @ career beats but only for the tar 
Of theis contracts, wh :o” the 


Approved For Release 2 PERE T Cc A-RDP8A-GQ 688R000200180018-7 


_ Approved jr Release 2005/06/03 : CIA-RDP84-0@98R000200180018-7 


ie iene 
ad Pita! 
ia Aa 


4, The C/CPD has supplied us with information that Indicates | 
that cimest 90% of contract personnel are employed In DDP and that | 
roughly 559 of thio group havo semved for nericds exceeding five years. | 
As com be ccen, there is a substantial coqment of our cont vact porsonnel i 
group whieh is corving on along-tezm basis. Coxscduently, you may 
wich to veview the cinius of individucis in this rroup with regard tothe. | 
wosotbility of chanciny the mature of thele appointments.: 
5, Gheould you have any Suet her auoections concerning this matter ; 
we weuttd be eles te disexns thors wits YOU. 
{ofa 
ba 
mace cf Gongral Counse ne 
ae 
OGCHEP Bible (25 August) - oly 
Dictetoution: . —_ . oad 
rig & L- Addressee SO TO . fo 
: 1 = Subsect pre. 16. wee on oe a A | 
1 = Signer HPB ; 
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epi. ai of the Bureau of the Budget 
a as necessary for adininistratdve expenses. 

(3) In certain instances, propjeet: service, 
which followed a period of adininistrative eer’ - 
‘ve with no break in serviee or with # break of 
three days or less, is creditable if both services 
wore in the same Stite and the project salary 
rate waa $100 a month or mare, In exceptional 
eases where, after exhaustive search of all 
available recorda, thé Commission ts unable to 
determine whether the service was audministra- 
tive or projert, itis presumed that the service 
is not creditable unless the claimant can furnish 
evidence to prove he was an alministrauve 
employee. 

(4) Servive performed in and for a regular 
Federal establighment. (including the District 
ot Columbia Government), even though paid 
from relief or project funds, ts creditable if 
the individual received a regular appointment 
as a Federal employee. 

(5) Credit is allowed. for all service undor 
the National Youth Administration, with the 
exveption of youth workers who were bene- 
ficaaries under the program. 

lb. Service under other contributory retire- 
ment systema. Service under other contibu- 
tory retirement systems for Government 
employees (such as members of the Foreign 
Service and District of Columbia policemen 
and firemen) may be credited toward couputa- 
tion of annuity only if the employee has received 
a refund of any retirement deductions under 
the other retirement system and deposited the 
amount of the refund in tbe fund with intarest 
from the date of refund to the date of deposit 


(excluding any period of separation from the - 


service which began before October |, 1966). 

i. Service covered hy.sociel security, (1) Ex- 
cept as noted in paragraph (2) below, civilian 
service which, because of type of appointment, 
Riasgal. the employee under the social security 
Liws is credited if the employee later becomes 
subject to the sct; this is true evon though the 
individual may be regeiving or is entitled Lo 
receive social MOUTITY benefits. 

(2) One exception to this rule existe. 42 


em i At sec 1 af) 
nder_ the i ity Amen 
may not j ; ent credit f 


service covered by socia security, Under this 


al 


FPM Suppleenens 851-1} 
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statute, which is effective from vJunuary 


1055, social secunty coverage is extended ts 
temporary end indefinite employees, an. .bhe 
field mewiee-of the Post Office ‘Pepartine te,’ 
temporary and indefinite employees of the 
Federal Deposit Insurance Corporation, ter- 
porary arid indefinite employees of a Federal 
Land Bank or a Bank for Cooperatives, tempo- 
rary census-taking employees of the Census, 
Bureau, employees on a contract or foe basin 
persons receiving nominal compensation of &-2 
n year or leas, and patient-employec: feces! 
hospitals. Accordingly, any such oermiple 
may never be given credit wader the Retin ued 
Act for sarvice rendered on or after Januncy | 
1955, in the capacity indicated 

j. Vocational training peric ts. Voratienal 
training periods are not creditable unlers ' te 
trainee is a regularly appointed Fedral 
amployee. 

k. Japanese-American employee credit 4 
Special retirement (and leave) credit is granted 
by law to certain employees of Japane- 
ancestry. Such employers must have fie cn 
serving on July 15, 1952, in the Postal Field 
Service or in the classified civil service 
positions subject to the Claasification Act of 
1940, In addition, at some tune during the 
period December 7, 1941, to. September 4, 1445, 
by reason of U.S. policy or program or to on ter 


- the Armed Forces, they reust have (a) been 


from service, or (b) lost opportunity 
for or been denied probational sappuintmen 
frog a civil service register, oF (e} been denied 
reinstatement toe peaition as deseribed 
(2) An employee meeting the-« condity i 
may receive eredit for (a) bis internunent period, 
(b) the period for which loes of opportunity for 
or denial of appointesent oocurred, (0) the 
period resulting frou demial of reinstatement. 
or (d) the period reqplting froin ne PAPAtOn, 
from service. . " 
(3) Earlier leginlation bad granted similar 
credit for pay purposes. Where any : wl 
period is fully documented; itahould ba eate od 


ae 


reared 


‘Including substitute rural camiefs © acting 
ngére who 
were taade clightle fer sovial security covgnage by toe 
Social Beeurity Amondmagha of 1960. Fow. 
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